
1. Go to bottom left of your 
planner screen and Click on 
“Change My Settings” then 
“My Schedules.” 

2. Click on the name of your 
schedule, then click “Edit 
Schedule.”  

3. You may change the name 
of your schedule, or just click 
“Next” in the bottom right-
hand corner of the screen. 



1. Remove any entries you do 
not want to keep in your 
planner. 

Click on the name of the 
entry, then “Remove Entry” 



Click “Add an Entry” 

Video: Add entries to your schedule 

2. Add the new entries that 
you need in your planner 

http://www.youtube.com/embed/TH4AVaTfb34?rel=0
http://www.youtube.com/embed/TH4AVaTfb34?rel=0


Select “A course with Learning 
Standards” 

This is a typical course in your schedule. 
Example:  3rd Grade Math, Algebra 1  



Find your course in the tree and click on it.  
Then, click Next. 



You may change the Entry Title if 
you’d like. This might be a good place 

to notate class period, for example. 



Click Edit Entry 

Select all class section rosters of 
students that will link to this 
course. 
 
Note: this feature allows Aware 
to connect student data to your 
planner.  
 
Click Next. 
 
 



You can repeat as needed for the 
number of entries in your schedule.  

Learn about different types of entries 

http://www.youtube.com/embed/chl0fUZBQoU?rel=0


This screen allows you to add, edit and organize the entries in your 
schedule. 
•Add Entry: Create a course with learning standards, mirrored course, or 
special entry  
•Edit Entry: Modify information about a selected entry  
•Move Up/Move Down: Change the order of a selected entry in your 
schedule  
•Remove Entry: Removes a course from your schedule 

ORGANIZE ENTRIES  
AND COMPLETE YOUR SCHEDULE 

Once your schedule is complete, click NEXT 
and then BEGIN USING FORETHOUGHT. 
 

*You must follow these steps to save your 
schedule changes 



VIEWING YOUR UPDATED SCHEDULE 

•OPTION 1: Click on the next day that is not already bolded in your 
calendar 

•If a date has already been planned, the previous schedule will be 
“stamped” to that date. 

•OPTION 2: Delete the day’s plans so that the new schedule will be 
applied 

•Click on the blue and green icon 
to the left of the Save button 

•Choose “Delete Today’s Plans” 

•Do not use this option if you 
have already made plans on this 
day. They will be deleted forever! 



If we master the bolded 
date phenomenon, master 
Forethought, will we. Yes. 

http://www.youtube.com/embed/NE2nSTdJNpI?rel=0


 

 Before you click on a date, 
Forethought sees it as a blank 
slate. 
 
 Once you click a date, it is 
“stamped” with the schedule and 
settings you have at that time. 
 
 A date becomes bold once it is 
clicked and will be “protected” 
from any changes you may make 
to your schedule. Think of it as 
Yoda is protecting that date with 
the force  
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 Look at the calendar to the left 

 
  Since Yoda is now protecting the    
    bolded dates… 
 

 If I make a change to my schedule (ex: 
add a new entry for a course) on October 
29, I will not see that change reflected on 
October 30 because that date is already 
bold. It was stamped with a schedule I had 
previously. 

 

 I will see my changes reflected on 
October 31 because that date is blank 
right now. My changes will automatically 
apply to all future, blank dates. 



 But I don’t want to wait… 
 

 You DO NOT have to wait until 
the next blank date to see your 
changes. 
 
 There are two options for 
updating your bold dates with your 
new settings. 

 
 Example: I change my schedule 
on October 29. I have two options 
for applying those changes to 
October 30. 

 



 
 

 If you DO NOT have lesson 
plans on a bolded date… 
 

Open the Schedule 
Menu  

 
Click “Delete Today’s 
Plans” 
 
 The schedule that was 
stamped on that date 
previously will be thrown 
out so your new schedule 
can be applied to the 
date. 



 
 

 If you DO have 
lesson plans on a 
bolded date… 

 
 Open the 
Schedule Menu 
 
 You will see all 
of the entries on 
your current 
schedule listed 

 
Select the entry 
you want to add to 
this day 



 
 

 When you add an 
entry to your planner 
from this schedule 
menu… 

 
 It will add it to only 
that date 

 
 It will be added to 
the bottom of your 
plans 

 
You can move it up 
or down in your 
plans (optional) 



 
 

 To move an entry… 

 Click inside the entry 

 Click the wrench icon 

 Select Move Up in Plans or Move Down in Plans 

 You may also choose to Remove an entry from the 

day’s plans 



 
 

 The Schedule Menu 
also… 

 
 Allows you to 
add a space to 
leave “Notes for 
the Sub” 

 
 Allows you to 
add a “Special 
Entry” for any 
reason, at any time 

 
 


